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%%rdﬂi aalggencnt s‘lﬁfﬁy w
of the

Office of the Divector
20 May 1958

I. PURPORE
To study the efficlency of the reco |
file activities of the Executive Regirtggm o the meil end
OUND AND APPROACK

At the request of the Exeoy

IIXI. Fa0T8

trained gtaff. Offices in

oy pon ptats. Offices in general vere complinentary of the Rest
mminamﬁmzf gﬁm,uW‘ there vas some critician

;/f Install subject-mumeric file sysbam in Executive

2, Estadblish offices of record. (Tab 2)

2+ Cut off and retive records g cally, (Ted 3)

» Use standard folders and guides. {Tub k) ‘

7 Conbine logging and sbatrect card rreparation. (Teb 5)
25 cmm;i; to a card . (Tab 6}
X g. Pmcm mechaniged equipment for eantrol mwraa*@?gag)%)
/' 9+ Auprove Dispatch Cuide as policy, (Tab 9} '
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% 10. Revise cable logging procedures, (Tsb 10}
A 11l. Discontinue Summary of DCI Actions. (Twb 31)
A 12. Afopt color oopies %o denote record; chrono, and
information copies. (Teb 12} ‘
13+ Reduce official T/0 of Ewecubive Registry. (Tedb 13)

9 A7o
]

Approved For Release 2005/1 1@EGEEIRDP7O-0021 1R000800010014-6




25X1

Approved For Release 2005/3&38&1&-RDP70-0021 1R000800010014-6

B8 OF EXECUTIVE REGIDTRY.

mmmwmmmwmmummm
(Agency, Office or individusl by name}., Direct sccess to
wm_w‘n;ﬂuai#%ﬁa&ﬂme]imﬂmétoinnmm%&nﬁakmmﬁmwm
wmm@m&rmmwam As o 8id in locating
requests received by sublect, abstrect cerds prepered ss ¢ross Te-
ferences, are flled by subject.

e subject-mumeric file syrtem cutlined in |vma afdopted
by the Ageacy s the flile plan for the files meintalned for the
hesls of all organiestional levels. During the pest four years this
syatem bas grown in its scceptance throughout the Agency to cover
over 176 sepevate instellations in beedquerters or over 50% of the
Agpreyts potentisl. In & viglld 4o the Reglebtries sexving the Soecre~
tary of the Nevy anf the Adminietrator, General Services Adminis.
tretion; we found thet the subject-numeric file systen was excellent
for thelr research requirenments. he sudject-mumeric system would
benefit your office as followa:

8., Provids divrect eccessibility to documents by sublect
mﬂtﬁl

be Bring together all releted materisl regardiess of source.

ce Provife a standard file classification plsn that (1) is
oot affected by persornel turnover, and {2) mekes avail-
able to the Reglstry a souree for replacenents from the
more then|[ [headquarters personnel now trained in the

syshen.
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2. mmmwmmmmmmp

FRecords Comtrol Hehedules now in effect heve demigneted components
dmmoxmmmmmmmwmmam
g8 the offices of record for meterial ressived, originnted,
wmwm These conmponents are:r Inspector Generel, Ceble
gecreteriat, snd Deputy Diregtor Inmtelligence. In sddition to the
above offices, it is recommended thet Recsords Control 8dchedules be
Wﬁ&ﬁmﬁaﬁeMm&ma&aﬂimﬁm
ermmmz Special Assigtent for Plemning end Development :
(Mr. Bisaell}), Specisl Assistent and Administrebive 25X1
25X1 Officer | [}« These offices have indlcated that they
now have the complete record of thedr sctivity and do not use the
files of Bxecutive Registry.

Recomnend that Executive Reglstry tharefore be established ss the
office of record for the immediate office of the ICIL o include only
the following: DDCI, Exeeutive Officer, Assistants o, mﬁ&e%.
Porthernee, that meterial now raintsined in the
mmmmmmmtamwmmwmwmam
components for thelr retention or destruction, as they already have
duplicates of thase records in their files. An exception to this
m&m&gmmnwmwﬁmmwmucﬁwmm
- spondsnce simed by the Divector or Deputy Director or any offizial
mmmmmam@afmx.
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A records &lspesition plan for systemstic removal of inective
mmu%gbm%mwﬂw;mﬁmMW»mmh
Bventuslly all files should remoh the witimete when the volume of
inective files removed emnuslly is equal to the volume crested
during the seme period. Amnual cub~off end retiresent of insctive

filea have wide scceptance throughout the governmen
year plus the two preceding yesrs) is somewhat arbitvery, even
shorter periods are proving suffisient in many offices o the Agency.

a. Reducs volume and ssve floor and sefe space. Several
sefes could be returned to supply for reissus.

b. Facilitete eemrch for current records by -
old and inactive e by eliminating

€. Eliminete screening individual papers wvhich 1s time
consuning and eostly. #

: sa oLl s in
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mmmmmmmm&mmm

| stendard folders end guides wers

t the Agency. This reduced procuring

A ; Ol types of folders to 9 stepderd items.
M@wmmmmwmmnwmmmﬂm
double pressbosrd folders whish cost 25¢ ench as compered with
the 3 oost for the standard foldsr. The stendsyd folder hee wide
soceptance in the Agsnoy end is used in py active cperstional
fles. Such fplidars wvould stand the wosr and sctivity of the flles
during thely retention period in the office and sexrve sdequabely
for storsge at the Records Center when inective., The principel
benefits are tWhose of seonomy and are as follows:

a. Bavings of 23¢ on each folder.

b. A gain of one foot of file spese for every four dvawers
now uwsing doudble pressboard folders.

g¢. Btanderd folders arg alweys available in budlding
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CUERIS ARD PREPARATION OP ABSTRACT CARDS EE
CARD FORKS,

Although o central mail control systen recording the rovement of
ssch peper through an office is dasirdble, 1t is not feesible to
Mammmzmmmmmxmmw
the "neef t¢ know” policy. Bensitive mell comwes in snd goes out
in scaled envelopes with no pecord of the contents meintained in
Expeutive Reglstry. Also, certain mail is forwaided unopened
mmmmmmmummmmmw
information on the envelope. ¥ell that is opened is entered in
al@gbmkbymrmmng ER murber, from or to,
wlassification, date, snd subject. The log entry is then used to
entar the sane informaticon on & 3-part card form {Abstract Cards)
vhich parve o croass-references., By coubining the 4two operstions
=3 vithout additional effort for the one operetion of prepering
sbetruct capds, one copy of the sdetract cards cen serve 88 & log.
mmsm(mmmtai.

Kecellaneous documents such ag publications, Isthmus, ebe.,
mMmmummmm&mmm

WxaammmmmmWMwmm
is limited. By converting to the use of cards in lieu of log
mnmﬁmmemmcrmmmammmmm

In gddition, and es n form of control, it is reconmended

log cards be filed in a suspense flle until the document is

in Executive Beglstry for file, A&Mﬂmthaaw&aaﬁmﬂ.ﬁtv
ranoved from the suspense file and filed in e completed file.
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2 mm%ammmmmﬁmaw.

The Executive Registry is adopting this recommendation. Toe use
of 8 card T8 Control System is memmy%ym.
Control Officer. This systen is presently used by seversl Area
Pop Becret Control Officers in the Agsncy. The benefils of a
card comtrol system sre:

g. Provides a rumning inventory of all TS documents
located in ODCI.

b, Provides 2 rmuming inventory of alli T8 documents
dastroyed.

¢. FProvides & runping inventory of all T8 documents txens-
forred cuteide the UDCI  control point,
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THAT 10G BOOKS MAINTAINED IN EXECUTIVE REGISTRY ON MATE:
Wmmmmmmmmsmmw

The Office of Security hes epproved the destruction of logs
maintsined on seeret and delow doeuments efter a retention of
one yeer. mmuwmwmmmimmmmm
effect in most offices of the Agency., The presert accumilstic
mmmiwﬁagiﬁrym@immmafmkmmm
Chief venefit of this destruction is sconomy, i.e., sevings of
$425 in eguipment plus floor space. If these logs cennot be
Gestroyed st this time, it is sugpested that they be trmneferred
&%wmwmmmmmﬁmm
¥ .64,
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CONTROL RECORDA.

The selection of the right plece of file equipment thet would besi
mmemermmmmmmW
hetwean Telilure and guccess of & system. Wheress the control oper-
stion in ODOT is not ¢ lmrge one in conperison with several cther
Aganecy pall room ectivitles, accurnie and speedy service 1s of
utmost lmportance at this top organizetionsl level. To expedite
the eontrol processes snd to promote s more efficient gervice to
the offisials of U, it is recommendsd thet one Boto-File be
procured st & cost of $2,500 o replace the rwesent safe eguipme
now ueed. mmmwammtmawmmm
supply by adopting the Boto-FPile snd by tronsferving inactive meteri-
2l to the Records Center wxild more then offset the procurement cosb.

Approved For Release Z%Hﬁ : CIA-RDP70-00211R000800010014-6




9

Approved For Release 20053EGRH:|A-RDP70-0021 1R000800010014-6

FOR EXBCUTIVE REGIBTRY.

Getting the mil do the sdfresaee in & rapid mermer, conglstent
with sesmarity requirements end the wrgensy of the messsge, is one
of the mogt responsible operations In & meil zoon. Brrors made

&t this stap sre lrrepareble and could well harm reletionshipe with
other govermment sgencies and indivifualie as well as couse g breach
in security. mwmmmmtwﬁ&m@ma
yolicy for dlspetohing mail from the Offlce of DOI, the "Dispetch
Graide”™ {mma)mmmmmmmm The
"Dispeteh Guide” will provide the Beglstry with s stenderdiced method
of dlspatching mail 0 addresssss. If other than standard meiling
mathods are reguested by en official, it wouild be the responsibility
of his secretary to ¢leerly indloaste the specizl handling desired.
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DISPATCH GUIDE FOR BXECUTIVE REGISIRY

X
X
X
% :
3 —

X " indicato Benm
Papich,

X “Trensxit to Dev-
Btaff, 1717 B 8%,
for handil |

X
4

PX1

=

/8 X
s -

United States.

thin Continentel 1.4

hite of the

Classified Mail sent by Pouch outside Continental Limits of United Sisles.
Tap Secret -~ Make Inquiry of Agency Top Secret Contyol Officer in esch cass

when materinl is sent out of the Metropoliten Ares.
Abtachment A %o Teb 9
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. Toat s copy of Ceble Receipt (Form #253) be retained by

| Ofvice as & 10g in lieu of relisting csble mmbers

on Cable Information Iog (Porm £#763). The revised form #2353,
shich will be realy for use within s month, designebes the dblue
copy of the recaipt as the customer's oopy. Since relisting &
csble rupbere is not done {n mmerical order but in the sane order
a8 on the yeseipt form, the copy of the receipt form should be ade-
guate and thus aliminete this operation of rellsting.

b. Thst ceble files mairtained in| logeice ve saded
¥ the Records Control Séhelilel prepared for OBCIL. %This vill permit
the bi-ponthly destruction of the cable files without llsting or
checking individusl documents (except Top Secret). The Office of
Security hes epproved the bloe destruction of files without listing
inftvidusl documents provided that & record of materisl destvoyed
is meinteined vhich identifies the meterisl with en item on the
Recoyds Control Schedule. This destruchion can best Ye done by the
Records Officer of ODOI.

ge That the cable files be saintained sg follows: one copy
£iled by post or station; one copy filed by lest 3 diglite of csdble
mzbor. This will provide & 3-wey eccsss to the files ss the Ceble
Recelpt would fwnish sccess by dete of receipt.
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REGISTRY BE DISCONIIRUED OR THE CIROULATION RE LIMITED.

office, Furthermore, offices cuteide the immediate Office of DOI
mwmmmmmzammmmrmmzwm
mmwm&mm Prepared for the signature of the Dirvector. Pinel-
1y the Beecutive mem-awwmmam

2 elearly marked and expedd: mmmm%mwwem
have indiosted that sy have e e g rrice of e ICT
e oAt Chat % summery prepered in
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12, THAT COLOR COPIES BR USED MORE WIDELY TO DENOIE RECORD COPIES,
CHRONO COPIRS AND INFOBMATION COPIES.

The Agency Correspondence Handbook | | srovides, swong
other things, the technigpe of using color copiss $o visuslly sid
meil and file units. The yallow copy la suggested for the record
my,mmmmmmmmmﬁemmﬁmﬂ
capies. By edopting this procedre thvoughout the Office of DXL
the wvalue of the files can more casily be deternined and reciplents
of informstion cuples will dspend upon the yellow copy e the of-
stroyed &s non resord when no longer needed without verifying thet

L3 ik MR R A

& vecord copy exists.
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KECOW/END THAT THE PRESENT T/0 IN EXBCUIIVE REJIBTRY BE REDUCH
BY GNE POBITION mmmmm} mrwﬁm?
P PIGTEER ¥ROM OrNes 425 IR 02

gmagmmm&wwm&)mwmmmm
s Tegistered in Executive Wﬁm ﬁgmaae&ky 1’%%
sines 1955, mmmm on~bosard strength has
docressed by 16 2/3% for other than courier personnel withoul
eresting a serlous backlog. Apmoming that the original 7/0 or
wtalff vus ste, this indicates that the present on-bopxd
strength is adequate for the expected worklosd in the fore-
mlaﬁm herefore, the officiel T/0 may safely be ro-
dueed by cne position

Accurete snd apeedy mmnegement of mmil et the Agency's highest
orgenizational level is essential. Errors or delsys in receiving,
mnm,nmm, or finding the mell could ceuge wmeces-
sery enbarrassmant to mamm&armmﬁ mfg:a
mﬁw m positions should be staffed guali~
Wmlemmwnmmmm

mmwwy mmﬂwwmam
wamwmmmm.
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“amdoads in Seoertive Heglstry

1993 . ig%e AT

Carrenpualanos - L8 19000 1,000 15000
Publications (Reguler) 3,000 3,000 35000
25X1 [ ] by

Cables . X
{(Jan-Peb-tar-fpr] O

Ineceing Tethms S 700 666
yubgoling Istivms 1H0 03 152

sk 50 35k Ti6
CIA — DU ¥, 25000 1,000

DTS - - -~ 15,9658 18,232 17,03

Attachment A to Teb 13
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